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I .  Object  of  Study 

The  Time  and  Operation  Study  of  District  Relief  Offices  in  Av2a  f'16 
was  made  for  the  purpose  cf 

A.  Securing  tine  figures  - rate  per  hooir  - on  important  clerical 
operations . 

B.  Observing  method  followed  in  clerical  operations. 

C.  Aligning  related  job  functions  under  proper  job  classifications. 

IJorristowii , Pottstown  and  Doylestoim  Relief  Offices  ?;ere  selected  as 
the  offices  to  be  studied. 


I I .  Method  of  Approach 

Time  figures  were  secured  by  taking  stop  watch  tests  cf  operations, 
"Thenever  it  was  thought  a different  method  of  hurdling  an  operation  would 
produce  better  results,  the  work  was  rearranged  from  the  usual  rcuoine  to 
conform  with  the  suggested  change  and  time  tests  made  tc  learn  whether  or 
not  the  change  produced  better  results. 

In  alignin;.  duties  of  clerks  the  office  manager  and  clerks  were  con- 
tacted for  information  concerning  the  extent  of  duties  and  method  of  hand- 
ling work.  Upon  the  basis  cf  these  contacts  and  observations  made  in  the 
office,  the  duties  which  seemed  related  wore  aligned. 

III.  Results 

"Then  reviewing  this  study  the  following  should  be  kept  in  mind: 

A.  Investigating  and  Clerical  Staffs  were  becoming  farailiar  with 
Budget  and  Authorization  Record  (SERB  2C), 

B,  Raalignraent  of  clerical  functions  were  m.ade  in  pottstoom  and 
Doylestown  Offices  shortly  before  this  study.  Clerks  were  un- 
familiar with  new  duties, 

. Ardmore  Office  records  were  transferred  to  Norristom  shortly 
before  the  study.  The  records  v/ere  not  combined  at  time  of 
study. 
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TIIv3  S'F.TDIES  OF  OFFRYTIOFS 


IFTEODUCTICF 


This  section  of  the  report  deals  with  tine  studies  made  of  important  of- 
fice operations — important  because  thej?'  are  recurring  and  consume  mos'^  of  the  mork 
day. 


Definition  of  Terms  used  in  Studies: 

Basic  Time  per  Unit  (Seconds)  - Time  consumied  in  doing  one  unit  of 
work. 

Basic  Time  Rate  per  Hour  - Basic  time  per  unit  cormrerted  into  hour- 
ly production  figures. 

Interruptions  per  Unit  (Seconds)  - Includes  elements  entering  into 
studies  not  consistent  with  normal  operation  such  as  an- 
swering telephone  for  Office  Manager,  etc. 

The  Basic  Tim.e  figures  should  be  used  to  establish  standard  of  perfoim- 
ance  because  the  time  consumed  in  interruptions  is  a variable.  Ttiis  variable  is 
.dependent  to  a large  extent  upon  (1)  work  flow  (2)  supervision  and  (3)  deviations 
from  standard  procedure. 

To  properly  apply  these  timie  study  figures  it  is  necessary  that  produc- 
tion records  be  maintained  currently.  It  is  suggested  that  the  keepin~  of  produc- 
tion records  be  a requisite.  The  accumulation  could  be  miade  by  Office  Managers 
under  the  supervision  of  the  Statistician. 


I.  Interviewing 


Study  1 - Interviewing  - llev;  Applicaticns  and  Reapplications 
(Felton  and  Millauor  - Norristown) 


Basi  c 

Time 

Basic  Time 

Interrupt! ons 

p3r 

Unit 

Rate  Per 

per  Unit 

Description 

( Sec . ) 

(Min.  ) 

Hour 

( Sec. ) 

1.  Determining  clients  problem 
and  preparing  SBR3  85 

2.  Telephone  (clearing  cases, 

281.77 

4.70 

12.78 

0.27 

etc . ) 

3.  *Fxplanation  of  Application, 

133.35 

2.22 

27.00 

0.13 

Bond  and  Affidavit  ' 

96.39 

1.61 

37.35 

0.09 

4.  Filling-in  Application  Form 

5.  Further  Explanation  of  Bond 

1764.53 

29.41 

£.04 

1.66 

and  Affidavit 

264.49 

4.41 

13.61 

0.25 
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Study  1 (Cont.)  - Interviev/ing  - ITev;  Applications  and  Reapplications 


Description 

Basic 
Per 
( Sec . ) 

Timie 
Uni  t 

(Pin. ) 

Basic  Time 
Rate  Per 
Hour 

Interruptions 
Per  Unit 
(Sec.) 

6.  ^Signing  of  Bond  and  Affi- 

davi  t 

102.96 

1.72 

34.97 

0.10 

7.  Entering  SERB  85  for  In- 

vesti^tion 

94.82 

1.58 

37.97 

0.09 

8.  Entry  on  SERB  94 

22.68 

0.38 

158.73 

C.02 

Totals  and  Averages 

2760.99 

46.02 

1.3C 

2.61 

*T'ne  figures  for  these  operations  should  be  compared  with  the  time  taken 
by  the  Receptionist  (Robertson)  for  the  same  operations  as  shown  below; 

Basic  Time 

Basic  Time 

Interruptions 

Per  Unit 

Rate  Per 

per  Unit 

Description  (Sec.)  (Inn.) 

Hour 

( Sec . ) 

900.00  15.00 

4.00 

70.00 

These  time  figures  resulted  from  an  overall  study  conducted  by  t he  Re- 
ceptionist on  her  omi  activities. 

The  steps  followed  by  the  Receptionist  are; 

1.  Consults  client  on  important  points  of  application.  ^'liis  re- 
sults in  change  of  information  on  application  in  cases  where 
clients  have  "after  thoughts". 

2.  Briefly  explains  Bond  and  sworn  statement. 

3.  Roads  affidavit  and  bond  to  client  if  they  are  not  already 
clear. 

4.  Admiinisters  oath  and  has  client  sign  forms. 

5.  Signs  forms  as  witness. 

Since  it  takes  four  and  one  half  times  as  long  (basic  time)  to  handle 
the  explanation  and  signing  of  bond  and  affidavit  forms  when  executed  by  tie  Re- 
ceptionist, these  operations  might  be  bettor  handled  by  the  Interviewers. 


, Digitized  by  the  Internet  Archive 
in  2016  with  funding  from 

This  project  is  made  possibie  by  a grant  from  the  institute  of  Museum  and  Library  Services  as  administered  by  the  Pennsyivania  Department  of  Education  through  the  Office  of  Commonweal.th,Li,braries 


https://archive.org/detaiis/timeoperationstuOOryan 


study  2 - Intervie77s  Other  than  ITew  Applications  and  Rearplicat ions 


(Felton  and  ’Tillauer  - LTorristosn) 


Description 

Basic 
Per 
( Sec . ) 

Time 
Uni  t 

(Min.  ) 

Basic  Time 
Rate  Per 
Hour 

Interruptions 
Per  Unit 
(Sec.  ) 

1. 

Determining  clients  problem 
and  preparing  85 

281.77 

4.7C 

12.78 

0.27 

2 . 

Telephone  (clearing  cases 
etc.  ) 

133.35 

2.22 

27 . OC 

0.13 

3. 

Entering  SERB  85  for  In- 
vestigator 

94.82 

1.58 

37.97 

0.09 

4. 

Entry  on  SERB  94 

22,68 

C.38 

158.73 

0.C2 

Total  and  Averages 

532.62 

8.86 

6.76 

0.51 

II.  Typing 

Study  3 - Comparative  study  of  Typing  STRB  22-B  - Food  and  hilk 

(Wagner  - llorristown) 


Basic 

Time 

Basic  Tine 

Interruptions 

Per 

Unit 

Rate  Per 

Per  Unit 

Description 

( Sec . ) 

(Min.  ) 

Hour 

( Sec. ) 

Present  Procedure 

156.47 

2.61 

23.01 

1.02 

Alternative  procedure 

144.20 

2.40 

24.97 

0.82 

Present  procedure  as  used  in  this  study  refers  to  the  method  usually 
followed  in  typing  SZRB  22-B  and  other  authorizations,  namely,  to  t^/pe  all  the 
different  authorization  forms  at  one  time. 

The  Alternative  Procedure  as  used  in  this  study  is  to  group  the  dif- 
ferent authorization  forms  and  type  them  by  groups. 

It  should  be  noted  that  on  both  procedures  there  was  a checkin'-  of 
case  number,  case  name  (spelling)  and  address  made  by  the  typist  previous  to 
preparing  authorization  forms.  This  checking  consumes  from  23  to  34  seconds 
per  case  and  seems  to  be  unnecessary  since  these  items  are  also  checked  by  the 
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Budget  Clerk.  If  tliis  check  were  eliinirated  it  is  estimated  that  the  basic  time 
rate  per  hour  figures  for  SIRB  22-B  - Food  and  R^ilk  would  he  on  the  av-rago  in- 
creased from  23.78  to  29.39  under  the  Present  Procedure  and  from  25.38  '..o  29.78 
under  the  Alternative  Procedure  according  to  the  figures  shown  above. 

In  setting  up  comparisons  from  the  standpoint  of  Basic  ti..m,  it  appears 
from  the  time  figures  shovn  that  there  is  an  advantage  of  1.96  SCAB  ^''-"’s  per 
hour  (Basic  Time)  by  using  the  Alternative  procedure.  Tliis  saving  cannot  be  de- 
finitely established  through  these  figures  since  the  identical  SPA-’  22-'  's  v/ere 
not  used  as  a basis  for  comparative  study. 

Study  4 - Comparative  Study  of  Tyring  SBPB  22-3  - Fuel 

(Bagner  - llorristown) 


Basic 

Time 

Basic  'T’ime 

Piterruptions 

Per 

Uni  t 

Rate  Per 

•i — 1 

.8 
1 — ' 

().'• 

P-, 

Description 

( Sec. ) 

(Min.  ) 

Hour 

( Sec . ) 

Present  Procedure 

62.88 

1.05 

57.25 

0.41 

Alternative  Procedure 

65.72 

1.10 

54.78 

0.38 

This  study 

shows  that  there  is 

an  advantage 

of  2,47  SiRB 

22-B’s  per  hour 

(Basic  Tim.e)  by  using 

the  present  procedure.  As  stated  in  Study  3 

this  advantage 

cannot  be  definitely 

established  through 

those  figure 

s since  the  id 

ontical  SERB 

22-B’s  were  not  used 

as  a basis  of  coiupa 

native  study. 

Study  5 

Typing  Authorizations  Other  Than  SERB  22-B 

(Ehgner  - 

Norri stown) 

Basic 

Time  Basic  Time 

Interruptions 

Per 

Init 

Rate  per 

Per  Unit 

Description 

(Sec.) 

(Min. ) 

Hour 

( Sec . ) 

SERB  86 

114.15 

1.90 

31.54 

0.75 

SERB  160 -A 

121.16 

2.02 

29.71 

0.79 

SERB  161-A 

104.58 

1.74 

34.42 

4.84 

FSRA  600 

113.14 

1.89 

31.82 

6.32 

FERA  601 

99.99 

1.67 

36.00 

0.65 

FERA  602 

90.14 

1,50 

39.94 

4.13 

c 
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Study  6 - L'.R.S.  Closings  - Clients  Failing  to  Register  for  ■.jrr.plo^Tnent 

("Vagner  - Norristown) 


Basic 

Time 

Basic  Time 

Interruptions 

Per 

Uni  t 

Rate  Per 

Per  Unit 

Description 

( Sec. ) 

(Min. ) 

Hour 

( Sec . ) 

1.  Type  recommendation  on 

Case  History 

57.06 

0.95 

63.09 

2 . 60 

2.  Type  SERB  22-B 

3.  Prepare  FERA  602  (Rough 

105 . 87 

1.76 

34.  OC 

4.85 

copy) 

77.76 

1.30 

46.30 

3.56 

4.  Type  FEPA.  302 

5.  Case  Message  prepared  for 

90.14 

1.50 

39.94 

4.13 

Investigator 

72.31 

1.21 

49.79 

3.^2 

6,  Prepare  SERB  161-A  (Rou^ 

copy) 

86.51 

1.48 

40.67 

4.09 

7.  Type  SERB  161-A 

1C  4.  58 

1.74 

34.42 

4.34 

Totals  and  Averages 

596.23 

9.94 

6.04 

27.59 

The  closing  of  K.R.S.  cases  is  handled  entirely  by  the  typist  fron  lists 
recoivod  from  the  N.R.S,  Office.  The  investigator  is  notified  of  the  discontin- 
uance through  a Case  Message  prepared  by  the  typist. 

The  rough  copies  of  FERA  602  and  SERB  161-A  (if  Rent  Relief  has  been 
granted)  are  placed  in  the  Case  Record  Folder  temporarily  until  typed  copies  of 
these  forms  signed  by  the  Investigator  are  received  at  the  Case  Record  file. 


III.  Checking 

Study  7 - Checking  Budget  and  Authorization  Record  ( SERJ3  2 C)  Against 

Standard  Budget  with  Adjustment  for  Income 

( Schall  “ Norristown) 


Basic  Time  Basic  Time  Interruptions 

Per  Unit  Rate  Per  per  Unit 

Description  (Sec.)  (ilin.)  Hour  (See.) 


150.55 


2.51 


23.91 


28.58 


i 
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f. 


'li 
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During  th?.  period  of  this  study,  the  Fudgot  Clerk  was  int^ri  up:  s v^r 

tcon  (17)  tines  by  (1)  Investigators  (2)  ILAIT  Typist  and  (3)  ans'Jorin  telephone 
while  OfficG  I'ianag-jr  away  from  her  desk.  The  so  interruptions  consui-.cd  15-^ 
of  the  total  study  time  - a high  rate  for  this  type  of  work.  The  nec:3sity  of  so 
many  interruptions  should  be  studi  ,;d  to  eliminate  as  many  as  possible. 

Study  8 - Checking  Clerical  Operations  (Typing)  after  preparation  of 

Authorisation  Forms 

( Schall  - Norristovai) 


Description 


Basic  Tim..  Basic  Time  Inte-rruptions 

Per  Unit  Rato  Per  Per  Unit 

(Sec.)  (I'in.)  Hour  (Sec.) 


68.29  1.14  5*?. 72 


9.77 


The  authorization  forms  included  in  this  study  are  STR3  22-F,  SIRE  86, 
SERB  160 -A,  SERB  161-A,  FSPA  600,  FSRA  601  and  FSRA  602. 

During  the  period  of  this  study,  the  Budget  Clerk  was  interrupted  seven 
(7)  times  by  (1)  Investigators  (2)  RAI'"'  Typist  and  (3)  answerin.g  tel:-'iaone  while 
Office  Manager  was  away  from  her  desk.  The  necessity  of  these  interruptions  should 
be  studied  as  suggested  under  Study  7. 


IV.  Posting 


Study  9 - Comparative  Study  of  Posting  SERB  22-B  to  SERB  92 


^ (Owens  - Uorristown) 


Description 

Basi 
Per 
( Sec. ) 

c Time 
Unit 

(Ban. ) 

Basic  Time 
Rate  per 
Hour 

Interruptions 
Per  Unit 
( Sec . ) 

1.  Detach  SERB  82-B  from  Case 
Record  Folder 

Present  Procedure 

6.17 

0.10 

583.78 

0.60 

Alternative  Procedure 

5.60 

0.09 

642.86 

0.29 

2.  Arrange  SERB  22-B  by  Case  No 
Present  Procedure 

• 

3.94 

0.07 

912.68 

0.39 

Alternative  Procedure 

5.00 

0.08 

720.00 

0.26 

study  9 (Cont.)  - Comparative  Study  of  posting  SPRE 


22-B  to 


dB  92 


Basic 

Time 

Basic  Time 

Interruptions 

Per 

Unit 

Rate  I^r 

per  Phit 

Description 

( Sec . ) ' 

( iiin. ) 

Hour 

(Sec.  ) 

3.  Search  and  Pull  SERE  92  Card 

from  file 

present  Procedure 

10.67 

C.18 

337.50 

j_  • 

Alternative  Procedure 

6.  36 

0.11 

566.04 

0.33 

4.  Post  SERB  22-B  to  SERB  92 

Present  Procedure 

28.25 

0.47 

127 . 43 

2.71 

Alternative  Procedure 

18.88 

0.32 

190.68 

0.99 

5.  File  SERB  92  Card 

Present  Procedure 

4. 06 

0.07 

886.15 

C.46 

Altvornative  Procedure 

8.60 

0.14 

418.60 

0.45 

Totals  and  Averages 

present  Procedure 

53. C9 

0.86 

67.81 

5.38 

Alternative  Procedure 

44.44 

0.74 

81.01 

2.32 

The  SERB  22-B  should 

be  detached  from  the 

Case  Record 

folder  when  the 

authorizations  are  checked  for 

accuracy 

of  typing  ( 

See  Page  16 

of  this  report). 

Under  the  Present  Procedure  the  SPRF3  92  cards  are  searched,  pulled  and 
posted  individually  and  at  one  time.  The  Alternative  Procedure  is  to  search  and 
pull  all  cards  and  then  to  post  all  cards  and  finally  to  file  all  cards.  There 
are  only  slight  variances  in  time  between  the  Present  and  Alternative  Procedure 
when  considering  (1)  the  detaching  of  SPRB  22-B  from  Case  Record  poldrr  and  (2) 
arranging  STRB  22-B  by  Case  I'umber.  These  differences  vjould  oven  out  over  a 
longer  study. 

Posting  STPJ3  22-B  to  SERB  92  card  is  a variable  which  depends  for  its 
time  on  tho  amount  of  information  being  posted,  i.e.,  new  case,  change  of  grant, 
etc . 


A comparison  of  Searching  and  Trailing  and  Filing  records  under  the  two 
procedures  shows  the  following  results  for  one  hundred  cases  post-.ed: 


present  Alternative 

Procedure  Procedure 


Saving  Present 
Over  Alternative 


Searching  and  Pulling  Cards  1067  Sec,  636  Sec. 
Filing  Cards  4C6  Sec.  860  Sec. 
Net 


- 431  Sec. 

454  Sec. 

4-  2 J So  c . 


The  saving  of  23  seconds  per  hundred  cases  is  duo  to  an  additional 
searching  operation  when  filing  the  SFRB  92  cards  under  the  Alternative  Proce- 
dure. The  Present  Method  should  be  followed  when  posting  SERB  22-'^  to  S ^RB  92. 


''\V. 


study  10  - CoLiparative  Study  of  Posting  Effective  Date  fror.i 

SERB  22-B  to  SERB  92 

(Owens  *-  Ivorristown) 


Description 

Basic 
Per 
(sec.  ) 

Time 

Unit 

(Min.  ) 

Basic  Time 
Rate  Per 
Hour 

Interruptions 
Per  Unit 
( Sec . )■ 

1,  Arranging  SERE  22-B  accord- 
ing to  Case  Number 
Present  Procedure 

3.08 

0.05 

1168.83 

1.29 

Alternative  Procedure 

3.60 

0.06 

1000.00 

0.41 

2,  Searching  and  Pulling  SERB 
92  Card  from  file 
Present  Procedure 

7.19 

0.12 

500.70 

3.03 

Alternative  Procedure 

5.60 

0.09 

642.36 

0.64 

3.  Posting  to  SERB  92  Card 
Present  Procedure 

12.44 

0.21 

289.39 

5.23 

Alternative  Procedure 

15.44 

0.26 

233. 16 

1.76 

4.  Filing  SERB  92  Card 
present  Procedure 

3.32 

0.06 

1084.34 

1 . 40 

Alternative  Procedure 

6.32 

0.11 

569.62 

0.72 

Totals  and  Averages 
Present  Procedure 

26.  )3 

}.43 

138. 30 

10.95 

Alternative  Procedure 

30.96 

0.52 

116.28 

5.  53 

It  is  felt  that  the  above  operation  is  unnecessary  and  should  be  elimin- 
ated as  suggested  on  Page  16  of  this  study.  This  study  is  shown  to  illustrate  the 
time  that  nay  be  saved  by  eliminating  this  operation. 


V.  Filing 

Study  11  - Handling  Loose  Case  Record  laterial 

(Shoffnar  - Norris tovm) 


Basic  Time 
Per  Unit 

Description  (Sec.)  (T/dn.) 


Basic  Time 
Pate  Per 
Hour 


1 Sorting  loose  material  previous  to 
placing  in  alphabetical  sorter 


3 . 45 


0.06- 


■ 1043.4-8 


< 


A 

\ 


i 
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study  11  fCont.)  - Handling  Loose  Case  Record  Hatorial 

9 


Basic  Time  Basic  Time 

per  Unit  Rato  Per 


Description 

( Sec . ) 

(liin.  ) 

■•our 

2.  Placing  loose  material  in  alpha- 
betical sorter 

5 , 25 

0.09 

658.71 

3.  Sub-alphabetiaing  loose  material 
after  removal  from  sorter 

5.99 

0.10 

soi.ee 

4.  Filing  loose  material  in  case  re- 
cord folder 

8.45 

0.14 

426.04 

Totals  and  Averages 

23.14 

0.39 

155. 57 

Study  12 


Pulling  and  Filing  Case  Record  Folders 
( Shof f ner  and  Melvin  - Norristovm) 


Basic  Time 

Basic  TiFie 

Per  Unit 

riate  x'Or 

Description 

(Sec.)  ( I\-d  n.  ) 

Hour 

1.  Searching  and  pulling  case  record 
folder 

20.72 

0.35 

173.75 

2.  Chocking  case  record  and  attaching 
l^ose  material 

79.09 

1.32 

45.52 

3.  Alphabetizing  cas^  record  folders 
previous  to  filing 

4.72 

0.08 

752.71 

4.  Placing  case  record  foldor  in  file 
and  removing  case  receipts 

19.00 

0 • 

189 . 47 

Totals  and  A'\^orages 

123.53 

2.06 

29.14 

m 


( 
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VI.  Registering  Tew  Cases 


Study  11  - Comparative 

study  of  Registerin 

g ITey;  Cases  in  Doyles  town 

and  Po 

ttstown 

(Rohr  - Doylesto^) 

(Compton  - Pottsto\'7n) 

Doyle 

stown 

Basic 

Time 

Basic  Time  ^Interruptions 

Per 

Unit 

Rate  Per  Per  Unit 

Descript  ion 

( Sec. ) 

(?ELn.) 

Hour  ( Sec . ) 

1.  Typing  S1R3  95 

60.13 

1.00 

59.87 

2.  Typing  SORB  87  (District) 

63.93 

1.07 

56.31 

3.  Typing  3DRB  37  (Central) 

57 . 85 

0.96 

63.23 

4.  Typing  SRRB  88  (District) 

37.58 

0.63 

95.80 

5.  Typing  SIR3  88  (Central) 

32.51 

0.54 

110.74 

6.  Typing  SIRS  92 

67.22 

1.12 

53.56 

7.  Typing  Supervisors  Desk  Card 

43.66 

0.73 

82.46 

8.  Typing  Duirmy  Raster  Rile  Card 

for  indicating  cases  to  be 

visited 

38.09 

0.63 

94.51 

9.  Typing  S.S.I.  Slip 

172. 11 

2.87 

20.92 

10.  Assigning  case  numbers  and 

entering  notebook 

27.16 

0.45 

132.55 

11.  Entering  in  day  book 

43.57 

0.73 

82.63 

Totals  and  Averages 

643.81 

10.73 

5.59 

* There  were  no  interruptions  during  the  course  of  this  sindy 

pottstov.n 

Basic 

Timie 

Basic  Time  Interruptions 

Per 

Unit 

Rate  Per  per  Unit 

Description 

( Sec. ) 

(mn. ) 

Hour  (Sec. ) 

1.  Typing  SERB  87  (District) 

116.50 

1.94 

30.90  2.32 

2.  Typing  SERB  87  (Central) 

94.70 

1.58 

36.01  1.88 

3.  Typing  SERB  88-0 Id  Address 

( District ) 

56.59 

0.94 

63.62  1.13 

4.  Typing  SERB  88-Cld  Address 

( Central) 

45.56 

0.76 

79.02  0.91 

5.  Typing  SERB  88-Rew  Address 

( District ) 

30.43 

0.51 

118.30  0.61 

6.  Typing  SERB  88-Few  Address 

( Central ) 

37.45 

0.62 

96.13  0.74 

0.74 


/• 
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Study  13  (Cont.)  - Comparative  Study  of  Registering  Row  Casos 

in  Doyle stom  and  Pottsto’/Jii 


Basic 

Time 

Basic  Time 

Interruptions 

P'sr 

Unit 

Rate  per 

Per  Unit 

Description 

(Sec.) 

(Min. ) 

Hour 

(Sec. ) 

7.  Typing  S.S.E.  Slip 

163.88 

2.73 

21.97 

5.26 

8.  Typing  SERB  93 

85.42 

1.42 

42.14 

1.70 

9,  Typing  Tab  - Case  Record  Folder 
10.  Typing  Investigators  first 

44.31 

0.74 

81.25 

0.88 

visit  slip 

29.52 

0.49 

121.95 

0 . 59 

11.  Typing  SERB  89 

47.67 

0.79 

75,52 

0.95 

Totals  and  Averages 

752.03 

12.53 

4.79 

14.97 

S'lRB  87  and  SERB  88  cards  are  prepared  in  two  copies  - one  for  the  dis- 
trict office  file  and  one  for  the  central  office  file.  The  dummy  master  file  card 
prepared  in  the  DoylestoTWi  Office  should  be  eliminated  as  suggested  on  page  21  of 
this  study. 

It  will  be  noted  that  the  order  of  preparation  and  the  forms  prepared  are 
not  uniform  in  both  offices.  The  Doylestoiwi  dork  followed  a different  order  ar- 
rangement each  time  a group  of  forms  was  prepared.  The  arrangement  listed  on  the 
above  study  for  DoylGstovn  v;as  that  followed  for  the  first  group  of  forms. 
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OBSERVATIONS  ON  CLERICOX  CFEPXTIONS 


These  observations  consist  first  of  a general  outline  of  conditions 
prevalent  in  all  district  offices  visited  followed  by  an  outline  of  conditions 
applicable  to  individual  offices. 

A.  General 


1.  Office  Managernent 


a.  More  time  should  be  spent  by  office  managers  in  su'^'-ervising 
and  managing  office  routine.  Too  much  effort  is  s‘'cJit  at 
present  in  grinding  out  work  rather  than  giving  thought  to 
improving  the  scheme  of  operation.  Each  major  operation  of 
the  office  should  be  studied  and  effort  expended  toward  im- 
proving the  handling  of  \TOrk.  Pliile  somic  suggestions  are 
mmde  in  the  study,  which  it  is  hoped,  will  improve  conditions, 
office  managers  are  in  a position  to  go  much  further  i:i  the 
direction  of  solving  clerical  problems. 

2.  Investigator’s  Part  in  Clerical  “fork 


a.  Present  Condition 

Investigators  are  filling  in  forms  carelessly,  making  it  ne- 
cessary for  the  clerical  staff  to  make  a complete  check  of 
work  received  from  Investigators.  Such  checking  operations 
entail  a great  deal  of  clerical  time. 

This  is  exemplified  by  the  handling  of  EERA  600  forms  in 
Norristown,  Investigators  neglected  to  list  employables, 
date  of  registration,  etc.  It  is  necessary  for  the  clerk 
handling  this  work  to  check  the  case  records  and  consum.e 
hours  of  time  adjusting  these  errors, 

b . Recommendation 

Investigators  should  understand  the  importance  of  properly 
filling  in  forms.  Any  misunderstandings  regarding  the  hand- 
ling of  forms  si?.ould  be  cleared  up  by  the  Supervisinp  Staff. 

Care  on  the  part  of  Investigators  in  handling  forms,  lists, 
etc,  would  ease  clerical  pressure  to  a groat  degree. 

3.  Case  Record  Folders 


a . Arrangement  of  Record  Material 

(1)  It  is  suggested  that  the  following  order  be  observed  in 
arranging  the  case  record  material: 

(a)  Budget  and  Authorization  Record  (SCRE  2C) 

(b)  Face  Sheet 
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(c)  Application  (SZRB  3) 

( d)  Bond  and  Affidavit 

(e)  Other  Case  History  material  includin;:  corres- 
pondence in  chronological  order. 

(f)  Relief  Authorizations  other  than  those  author- 
ized on  Budget  and  Authorization  Record  from 
the  inception  of  this  record  should  be  arranged 
chronologically  on  a separate  brad.  Relief 
forms  covering  grants  authorized  on  S ’R3  20 
should  be  filed  separate  from  the  Case  Record. 

(s)  ’/IPA  and  U.S.'f.S.  forms  should  be  placed  on  a 
separate  brad  in  uhe  Case  Record  Holder. 

(h)  It  is  unnecessary  to  include  Social  Service  Bn- 
change  Slips  in  the  Case  Record  Folder  if  fne 
clearings  are  posted  on  the  reverse  side  of  the 
Face  Sheet. 

b . Platerial  Appearing  in  Case  Record 

(1)  Authorizations  - SBR3  22-B  and  SFRB  66 


( a ) Present  Condition 

A copy  of  SFRB  22-B  and  86  is  being  filed 
in  the  Case  Record  Folder. 

(b ) Re  commen  da  t i on 

There  is  sufficient  information  on  the  "udget 
and  Authorization  Record  to  inform  anyone  in- 
terested concerning  relief  grants,  with  the 
exception  of  Rent  relief. 

Receipted  copies  of  SFRB  22-B  and  SBRB  86 
should  be  filed  chronologically  by  authoii- 
zation  date  separate  from  the  Case  Record, 
periodically  this  file  should  be  cleared  of 
authorizations  extending  back  more  than  thirty 
days  from  date.  Authorizations  removed  from 
this  file  should  be  stored  out  of  the  vray. 

Copies  of  SFRB  22-E  and  SERB  86  other  than  the 
receipted  copies  (blue)  should  be  destroy. ;d 
when  the  blue  copies  are  received  from  the  Fi- 
nancial Division. 

( 2 ) Authorizations  - Shoe  and  Clothing  and  Federal  Sur- 
plus Relief  Orders 


(a)  Present  Condition 

It  is  the  practice  to  place  the  office  copy  of 
Shoo  and  Clothing  .Authorizations  and  Federal  Surplus 


'C 
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Relief  Cominodity  Orders  in  the  Case  Record  Folder  and 
replace  it  7/ith  thj  receipted  copy  received  fror.  the 
warehouse.  In  sone  cases  more  than  one  copy  of 
the  sane  authorization  appears  in  the  Case  Record 
Folder. 

( h)  Rec  onmendat i on 

Only  the  receipted  copy  of  Shoe  and  Clothiny  Authori- 
zations and  Federal  Surplus  Relief  Commodity  Orders 
should  appear  in  the  Case  Record  Folder,  The  office 
copy  of  these  authorizations  should  he  placed  in  a 
pending  file  until  the  receipted  copy  is  received. 

The  receipted  copy  is  placed  in  the  Case  Record  and 
the  copy  in  the  pending  file  sent  to  the  Investigator 
as  a notice  of  delivery.  In  no  case  should  two  copies 
of  these  Authorizations  appear  in  the  Gc^se  Record 
Folder. 


(3)  Case  Messaege 


(a)  present  Condition 


Case  Messages  constitute  a high  percentage  of  Case  Re- 
cord material.  Four  cases  selected  in  ?ottsto’,7n  Office 
showed  the  following: 


Percentage  of  Total 
Fo.  of  Case  No.  of  Documents  in 

Me  ssage s Case  Reco id  F o Ider 


Case 

1 

105 

52% 

Case 

O 

Cj 

47 

26'i 

Case 

3 

VA- 

Case 

4 

CO 

36p 

Upon  inspection  it  was  found  a great  deal  of  the  mes- 
sages contained  information  \!diich  appeared  to  h^  of  no 
valuo  to  the  Case  Record. 

( b)  Recomm.ondation 

Judgment  should  be  exorcised  by  the  Investigator  or  Su- 
pervisor to  send  to  tho  Case  Record  Fil'  only  messages 
of  importanco  which  add  to  the  case  historj^.  File- 
Clerks  blind Ij'-  plac^  all  forms  received  in  th^  record 
regardless  of  their  value.  It  should  be  the  responsi- 
bility of  the  Investigating  Staff  to  select  the  proper 
forms  for  filing.  This  selection  should  pertain  not 
only  to  Case  Messag-is  but  to  all  forms  filed  in  the 
Case  Record  folder. 


( 4 ) Correspondone  -e 

(a)  Present  Condition 


A largo  amount  of  correspondence  appears  in  Case  Records. 
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In  a number  of  cases  this  correspondence  '.Tas  insti- 
tuted by  Investigators  and  seemed  to  be  in  the 
nature  of  courtesy  letters  covering  information  of 
which  the  client  probably  was  cognizant.  The  wide 
correspondence  in  the  Norristo-m  Office  is  due,  no 
doubt,  to  the  convenience  of  Dictaphone  equipment. 

( b ) Recommendation 

Correspondence  with  clients  should  be  limited  only 
to  important  matters.  Form  letters  should  be  more 
widely  used. 

( 5 ) Handling  Case  Record  Folders 
( a ) Present  Condition 


In  the  procedure  followed  for  preparing  relief  auth- 
orizations, the  Case  Record  Folder  is  not  returned 
to  the  file  until  after  the  authorizations  are  enter- 
ed on  the  SERB  92. 


Case  Records  are  taken  out  of  the  file  in  unlimited 
quantities  and  no  control  exercised  over  tber.i  re- 
sulting in  "tracing"  operations.  (For  details  on 
Norristown  Office,  see  page  19  of  this  report.) 

( b ) Recommendation 

Material  such  as  SERB  22-B,  SERB  95,  etc.  should  be 
separated  and  distributed  at  the  point  where  the 
typing  is  checked,  generally  by  the  Budget  Clerk. 
The  Case  Record  should  then  bo  sent  to  the  file  and 
postings  to  SERB  92  made  from  office  copies  of  au- 
thorizations. This  will  speed  the  return  of  Case 
Record  Folders  to  the  files  and  facilitate  posting 
cperati ons. 


To  overcome  some  of  the  disadvantages  of  having,  re- 
cords taken  from  the  files  in  unlimited  Quantities, 
Investigators  should  be  limited  to  ten  records  out 
of  file  at  one  time. 


(6)  Posting  Effective  Date  to  SERB  92  File 


(a)  Present  Condition 

Effective  date  appearing  on  receipted  copies  of  SERB 
Form  22-B  received  from  the  Financial  Division  is 
posted  to  SERB  92  in  Norristown  and  Doylostown. 

This  is  in  addition  to  the  date  of  the  SERB  22-B  which 
is  posted  before  the  authorization  is  sent  to  the 
Financial  Division. 

(b)  Recommendation 


The  use  made  of  this  posting  does  not  warrant  the  work 
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involved  in  placing  it  on  the  S1R3  92.  If  it  is  ne- 
cessary on  an  occasion  to  have  the  effective  date  it 
can  be  secured  from  the  receipted  copy  of  the  author- 
ization on  file  as  suggested  on  page  9 of  this  report. 
(See  also  time  study  figures  on  Posting  ;-';f festive 
Date , Page  9 . ) 

( 7 ) Handling  Employment  porrxs 
''a)  Present  Condition 


There  is  room  for  improvement  in  the  handling  of  em- 
plojmient  forms  ''.TA  525,  PHPA  600,  etc.  Tor  example, 
the  carelessness  of  visitors  cited  on  Ri-ge  13  of 
this  report. 

In  the  Doylssto-'.Ti  Office  an  extra  form  is  prepared 
and  given  to  an  Investigator  for  each  U3TS  325  re- 
ceived because  the  Investigator  might  mislay  the 
original  form,  and  the  office  record  mould  be  lost. 

In  another  instance  a notebook  record  of  each  PHEA 
69C  prepared  is  kept  in  the  ITorristovne  Office  so 
that  the  USI3  350  could  be  tied  into  this  form  v/hen 
received  from  the  employment  office.  This  7/as  felt 
necessary  because  PERA  600  forms  were  filed  chrono- 
logically by  dato  of  registration  which  date  did  not 
appear  on  USES  350. 


( b ) Pec  ommen  dat i on 


Improvement  in  the  handling  of  employment  forms  can 
be  obtained  through  close  supervision  of  office  man- 
agers. Instances  of  carelessness  on  the  part  of  In- 
vestigators should  be  reported  to  the  District  Super- 
visor proi/iptly  for  adjustment.  In  the  case  of  the 
FHRA  600  file  a rearrangement  of  the  fil:-,  alphabeti- 
cally by  weeks,  would  obviate  the  difficulty  or  if 
the  present  set-up  is  followed  the  emploganent  office 
should  be  requested  to  place  the  date  of  n'/igi strati  on 
nn  the  USES  350  thus  eliminating  the  necessity  of 
keeping  an  extra  record. 

( 8 ) ilomorical  Register 

( a ) Present  Condi tion 

A numerical  register  of  Case  numbers  is  maintained 
by  each  office  for  the  purpose  of  keeping  track  of 
case  numbers  issued.  IJo  effort  is  made  to  keep  this 
record  current  so  far  as  changes  of  case  name  and 
address  arc  concerned. 

A day  book  in  which  is  recorded  each  new  and  rosurced 
case  is  also  m/aintalned. 


( b ) Recommendation 

Either  the  numerical  register  and  day  book  should  be 
combined  or  the  numerical  register  eliminatod  and 
the  day  book  only  maintained. 

Since  the  SERB  92  file  is  arranged  numerically  it 
provides  a record  of  case  numDers.  Case  nuiribers 
given  to  rejected  cases  or  transferred  cases  could 
be  placed  on  SERB  92  cards  in  a separate  group  in 
the  back  of  the  file  of  regular  cases. 

{ 9 ) Budget  Checking 


(a)  Present  Ccndition 

There  is  no  definite  rule  as  to  hov7  far  thr  ''ludget 
Clerk  should  go  in  correcting  errors  on  SERB  2 C. 
Some  Budget  Clerks  make  minor  changes  of  amounts; 
others  return  records  to  Investigator  no  m^atter  hoYi 
slight  the  error, 

( b ) Recornmendation 

A rule  should  be  drafted  by  the  Supervisory  Staff  de 
fining  the  authority  of  the  Budget  Clerk  in  respect 
to  such  changes. 

B.  Norristom  District  Office 


1,  Office  Layout 

a.  Present  Condition 

Office  Manager  has  no  direct  control  over  appromimately  40;o  of 
the  clerical  staff  because  they  are  scattered  in  parts  of  the 
building  other  than  the  clerical  room. 

Office  Manager  acts  as  messenger  carrying  work  to  first,  sec- 
ond and  third  floors  to  keep  people  busy. 

The  scattering  of  the  office  force  necessitates  extra  travel 
by  members  of  Investigatixcg  as  well  as  Clerical  Staffs. 

b . Re  c oilmen  da  t i on 


Bring  Clerical  Staff  together  on  the  second  floor  as  follows; 

(1)  Move  Investigators  from  second  to  third  floor  where  they 
will  occupy  the  front  room  and  what  is  now  the  r‘st  roor . 

(2)  Move  dictaphone  equipment  to  second  floor  front  using 
one  room  for  dictation  and  the  other  for  transcribin'". 

The  typist  new  doin'g  work  for  the  Supervisor  and  the  ty- 
pist now  working  on  medical  orders  on  the  third  floor 
should  be  placed  in  the  transcribing  room. 

(3)  Use  space  now  occupied  by  Dictaphone  equipmuit  as  a rest 
room. 


If- 
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(4)  Relievo  Budget  Clerk  of  answering  telephone  and  nove 
typist  and  Bridget  Clork  closer  together  since  they  have 
occasion  to  contact  each  other  frequently.  (See  time 
study  figures  on  • Page  7.) 

(5)  Advantages: 

(a)  Centralize  clerical  help  on  one  floor  giving  better 
control  to  office  manager. 

(b)  Bring  together  Dictaphone  operations  and  case  records. 

(c)  Save  steps  for  Investigators  when  using  Dictaphone 
equipment. 

(d)  Office  records  now  easily  accessible  for  all  opera- 
tions. 

2 . Tracing  Case  R e cords 
a.  Present  Condition 


hluch  time  is  spent  by  file  clerks  in  "tracing"'  case  records  or 
trying  to  locate  case  records  which  are  not  in  the  file  when 
requested. 

It  was  found  that  almost  the  entire  day  of  one  file  clerk  was 
spent  traveling  from  floor  to  floor  and  room  to  room  in  search 
of  records.  The  Analysis  of  Activities  study  prepared  for  the 
two  week  period  from  Play  28  to  June  11,  1935,  inclusive, 
showed  that  32?o  of  the  same  clerk's  time  and  4;  of  another 
file  clerk's  time  was  spent  in  this  operation. 

b . Rec  ommendat i on 

The  peculiar  layout  of  the  Forristown  office  no  doubt  causes 
some  of  this  trouble.  It  is  thought  that  the  chang-;3  in  office 
set-up  recomniended  above  will  improve  conditions. 

Further  improvement  would  be  possible  by  limiting  to  ton  the 
number  of  records  in  the  hands  of  an  Investigator  at  one  time 
and  by  requiring  Investigators  to  return  records  to  the  file 
at  the  close  of  each  work  day  and  to  place  case  rocoixls  in  a 
central  file  in  the  Investigator's  room  when  they  1 3ave  the 
office  during  the  work  day. 

phone  Calls  for  Investigators 

a . sent  Condition 

Telephone  calls  are  received  for  Investigators  while  the  workers 
are  in  the  field.  Calls  are  made  to  various  parts  of  the  build- 
ing in  an  effort  to  locate-  workers  disturbing  lonnecessarily , 
other  workers. 


c 
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b » Re  c omr.ien  da  t i on 


Investigators  should  be  roquested  to  register  in  and  out  vith 
the  telephone  switchboard  operator. 

4.  Supervisor's  File 

a.  Present  Condition 

A Supervisor's  file  is  rr:aintained  to  keep  a record  of  new  and 
resuraed  cases  assigned  to  Investigators  and  to  furnisb*  inforr..- 
ation  for  entry  in  the  day  book.  These  cards  are  filed  peraian- 
ently  after  serving  their  purpose. 

b . Recoramendation 

This  file  is  valuable  as  a control  by  the  Supervisor  over  In- 
vestigators. However,  the  cards  should  be  destroyed  after  the 
inf orination  is  transferred  to  the  day  book. 

C . Pottstown  Pis trict  Office 

1.  Office  Layout 

a • present  Condi ti on 

Office  is  broken  up  into  separate  rooms  with  no  connecting  doors 
between  moms.  Each  room  enters  into  a hallway.  Seems  more 
like  a group  of  separate  offices  than  a complete  unie. 

b.  Re commendation 

Offices  should  be  lined  up  with  Supomisor,  Investigators  emd 
Clerical  Staff  on  one  side  of  the  hall,  with  connecting  doors 
between  offices.  The  Intervi lowing  Room  should  bo  placed  as 
close  as  possible  to  tho  clerical  room  for  easy  access  to  re- 
cords, 

2,  Present  Alignment  of  Duties 

a , Present  Condition 

The  clerk  handling  registration,  budget  checkin  :,  STR3  92  fil:- , 
etc,  has  more  than  enough  work  to  do  whil'',  the  clerk  handling 
the  Caso  Record  file  and  the  RAii  tynist  have  free  tie  v. 

b.  Re  c omm-ondat  i on 

The  duties  should  bo  more  evenly  divided  as  shoen  under  'hA.lign- 
ment  of  Duties ” on  pae;e  24  of  this  report. 

o . Errors  on  Budgets 

a.  Present  Condition 


Observation  proved  that  65h  of  the  budgets  ch^ck^d  ?;er:  returned 
to  Investigators.  Sometimes  numerous  visits  are  rw.do  to  tho  In- 
vestigators' room  before  the  Investigator  is  found  "in". 
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b.  RecoE3::endatiorL 


Host  returns  Yieve  due  to  orilssions  in  filling;  in  tne  budoet  foiro. 
Frec^uent  errors  of  this  nature  should  be  controlled. 

Investigators  should  report  "in"  and  "out"  at  the  telephone 
switchboard  so  that  their  movements  to  ax'd  from  the  office  nlll 
be  knovm. 

4.  Case  Messages 

(Noted  on  page  15  of  this  report) 

5.  Filing  of  Case  Record  Folder 

a.  present  Condition 

Case  record  folders  are  placed  in  a sorter  with  loose  case  record 
material  before  they  are  filed. 

b . Re  c c isiiie  nd  a t i on 

Case  record  folders  should  be  placed  in  files  as  prorrntly  as  pos- 
sible and  not  be  allowed  to  remain  ’onfiled  in  a sorter  with  loose 
case  record  material. 


D.  Doylestown  jistrict  Relief  Office 


1.  Preparation  of  Face  Sheet 


a.  present  Condition 

Face  sheet  rniay  be  prepared  at  two  different  intervals  depending 
upon  the  amount  of  information  available  on  the  case.  If  full 
information  is  available  tho  Face  Sheet  is  prepared  before  the 
investigation;  if  incomplete  information  is  on  hand,  the-  Face 
Sheet  is  prepared  after  the  first  investigation. 

b . Re  c ommenda  t i on 

It  should  bo  unifoiTiiLy  followed  that  the  Face  Shoot  bo  nroparod 
aftor  the  first  investigation  since  the  information  available 
is  FiOre  definitely  correct  at  that  point. 

2 . Record  of  Few  and  Resumed  Case s 

a.  Present  Condi tion 

Dummy  Cards  are  placod  upright  in  the  Faster  File  to  indicate 
new  and  resumed  cases  being  investigated. 

b , Rcccmmcndaticn 

Since  those  cards  interfere  with  the  operation  of  th  . file  and 
since  a record  of  new  and  rosurecd  cases  in  process  of  investi- 
gation is  kept  in  the  day  bock,  the  use  of  the  cards  should  bo 
discontinued. 


c 


S2 


3 . Posting  to  SERB  92 


a. 

Present  Condition 

The  date  of  receipt  or  time  stamp  date  placed  on 
copies  of  SERB  22-3  was  being  posted  to  the  SERB 
the  time  this  study  was  taken. 

receipted 
92  file  at 

b. 

Recommendation 

The  practice  of  posting  this  date  as  well  as  the 
date  should  be  discontinued  as  suggested  on  page 
study. 

effective 
16  of  this 

Employment  Forms  (^lOted  on  page  17  of  this  report) 

Case  Record  File 

a. 

Present  Condition 

The  appearance  of  the  Case  Record  File  is  poor. 

Loose  case 

record  material  is  clipped  to  the  "out"  card  when  the  Case 
Record  Folder  is  out  of  file. 

b.  Recommendation 


Case  records  should  be  raore  carefully  filed  not  only  for 
appearance  but  also  for  efficiency  of  operation.  Loose 
case  record  material  should  remain  in  the  sorter  if  record 
is  out  of  file,  otherwise  material  may  become  mislaid  or 
misfiled. 
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ALIGMvELIT  0?  CI/'RTCAI  FUl'JCTIONS 


Upon  the  basis  of  observations  made  in  the  district  relief  offices, 
it  is  felt  that  the  clerical  functions  should  be  ali;gned  as  follovrs: 


Norristown 

Title 

Duties 

A. 

Office  Manager 

1. 

Supervise  work  of  clerical  staff. 

2. 

Handle  clerical  contacts  with  other 
district  offices  or  central  office. 

3. 

Prepare  or  compile  necessary  reports 

4. 

Clear  incoming  and  outgoing  m^il. 

5. 

Randle  the  ordering  of  suppli-^s, 
check  telephone  bills,  ^tc. 

B. 

Budget  Clerk 

1. 

Check  Budgets  against  Standard  Bud- 
get Schedule. 

O 

Chock  and  separate  authorizations 
after  they  are  typed. 

C. 

R4N  Typist 

1. 

Type  SERB  22-3  and  other  authoriza- 
tion forms  including  FEI'A  600,  etc. 

D. 

File  Clerk 

0 

-1-  B 

Post  authorization  forms  to  SERE  92 
file. 

O 

Cj  ft 

Maintain  Master  File  including  the 
clearing  of  cases  for  interviewers 
and  investigators,  etc. 

E. 

File  Clerk 

1. 

pull  and  file  case  records 

2. 

Sort  and  file  loose  case  record 
material 

F. 

File  Clerk 

1. 

Assist  with  the  maintenance  of  the 
case  record  file,  perform  messen- 
ger service  and  assist  ^litli  general 
office  duties. 

G. 

Registrar 

1 • 

Maintain  day  bock 

2. 

Prepare  necessary  cards  and  forms 
for  now  casGs. 

3, 

Maintain  FERA  600  and  cimek  lists 
for  employment  offic.:. 

4. 

Handle  R^nt  Form.s 

5. 

ICD  Forms 

H. 

Typist 

1. 

Handle  correspondence  for  Supervisor. 

O 

fr-U  • 

Expense  Vouchers 

O • 

Miscellaneous  typing. 

1/ 
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Title 


Duties 


I.  T^'^pist 


J.  Dictaphone  Typists 


1.  Medical  Forms. 

2.  General  duties,  rniscGllaneous  typing 
including  typing  of  re, ports. 

1.  Type  recommendations  of  Investigators 
into  case  record. 


The  services  of  two  clerks  (the  *'Eent"  clerk  and  the  "FTPA  500  Clerk”) 
have  been  dispensed  with  by  the  above  ali,gnment. 

Tnero  possible  the  production  figures  compiled  for  week  of  j'^ovember  6 
in  the  Norristovvi  Office  wore  used  as  a chock  of  rocommendod  alignment  of  duties 


II,  Potts town  and  Doyles town 


Title 


Duti es 


A.  Office  Manager 


B.  Budget  Clerk 


C.  File  Clerk 


D.  Typist 


1.  Supervise  v;ork  of  clorical  staff. 

2.  Stamp  and  clear  incomine-  and  out- 
going mail. 

3.  prepare  or  compile  necessiry  reports. 

4.  Order  and  check  supplies. 

5.  Check  teleph'^ne  bills  and  expense 
vouchers  (typing) 

6.  Adjustments  with  other  offices. 

7.  Maintain  day  book, 

1.  Check  budgets  against  Standard  Bud- 
get Schedule . 

2.  Check  and  separate  autlorizati ons 
after  they  are  typed. 

3.  Post  authorization  forms  to  SIR^  92 
file. 

4.  baintain  Iv'h.ster  File 

5.  Maintain  file  for  P\ent  forms 

1.  Full  and  file  case  records. 

2.  Sort  and  file  loose  case  record  ma- 
terial . 

3.  Maintain  'FZBA  6G0  file,  and  check 
lists  for  emiplojnnent  office. 

4.  I CD  Forms 

5.  Messenger  service. 

1.  Type  SBRB  22-B  and  other  authoriza- 
tion forms  including  FIFA.  600,  etc. 

2.  Type  forms  necessary  foi  new  cases 
such  as  IVMster  File  cards,  etc. 

3.  Type  reports 

4.  Type  expense  vouchers.  This  work  to 
be  shared  with  file  clerk  v'ho  is  a 
typist. 

5.  Operate  switchboard. 
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